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SkillsTutor Grade Equivalency Chart

Grade
Equivalent Level

Kindergarten
15 Grade

2" Grade

3" Grade

4" Grade

5t Grade

6™ Grade

7t Grade

8t Grade

ot Grade

10™ Grade

11" Grade

12t Grade

Scope and Sequence

Reading

Beginning Language Arts
Beginning Language Arts

Beginning Language Arts
Reading Comprehension LL

Beginning Language Arts
Reading Vocabulary A
Reading Comprehension LL & A
Language Arts A

Reading Vocabulary A
Reading Comprehension LL & A
Language Arts A

Reading Vocabulary B
Reading Comprehension B
Language Arts B

Reading Vocabulary B
Reading Comprehension B
Language Arts B
Reading, Writing, Language

Reading Vocabulary C
Reading Comprehension C
Language Arts C
Reading, Writing, Language

Reading Vocabulary C
Reading Comprehension C
Language Arts C
Reading, Writing, Language

Reading & Writing
Language

Reading & Writing
Language

Reading & Writing
Language

Reading & Writing
Language

Mathematics Science

Beginning Math

Beginning Math

Beginning Math

Math A

Math A

Math B

Math B
Basic Mathematics

Math C

Basic Mathematics Science |

Math C
Basic Mathematics

Science |

Intermediate Mathematics

Basic Mathematics

. ) Science |
Intermediate Mathematics CIERCE
Algebra
Intermediate Mathematics Science ll

Algebra

Algebra Science ll

Science ll

www.skillstutor.com

Additional
Subjects

Information Skills

Information Skills

Information Skills

Information Skills
Workforce Skills

Information Skills
Workforce Skills

Information Skills
Workforce Skills

Information Skills
Workforce Skills




Getting Started 3 Teacher

Steps for Getting Started
Step I: Log In
1. Open your Web Browser.

2. a. For SkillsTutor, go to www.MySkillsTutor.com.

b. For Employability and Work Maturity Skills, go to www.myemployabilityskills.com.
c. For Sexual Harassment, go to www.hrbasicsonline.com.

% Important: If you do not have Flash player installed, you will be prompted to install it. The instructions for downloading and

installing Flash Player for your particular browser and operating system can be found in Frequently Asked Questions located at
http://www.AchievementTech.com/go/stsysreq

.
5%
*
e F G User Name:
= B -
. Password:
-
Site:
. '—A
g _togin |
™ play audio in Spanish (when it is available)
Note: Audio preference must be selected everly tim¢ you log in.
w
w © 2000 - 2006 Achievement Technologief, Irk. All rights reserved
All trademarks are the property of their .
v
2
3. Type your:
> * user name in the field labeled U
_ * password in the field labeled P
* site identifier in the field labeled Site:

> 4. Click Log In. The Main screen displays.

Classes
y Welcome!
Reports
View Activity
Teacher Properties Here are the things you need to do to get your students started:
® Create a Class
View Tutorials ® Enroll Students in a Class
View Guides & *® Give Assignments to Students
Worksheets
Click Here to disable this message in the future.

Log Out ® oW ™ e = Ps - -
%" - - - - - - -

® 2000 - 2006 Achievernent Technologies, Inc. All rights reserved
All trademarks are the property of their respective owners. Privacy
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Teacher 3 Getting Started

& Tip: When a Teacher logs in for the first time a “Welcome” message appears. This may be turned off by choosing the “Click Here
to disable this message” link. The Teacher can turn the message back on at any time by going to the “Change Password” screen and
selecting the box next to “Show New User Intro Screen.”

% Important: ATip button is located on every page. Refer to this for instructions fied to screen content.

Step II: Viewing the Tutorials

Step I1I: Viewing Guides & Worksheets
1. From the Main screen, click View Tutorials or View Guides & Worksheets

% Important: If you do not have Adobe Acrobat Reader installed, you will be prompted to install it. The instructions for downloading
and installing Adobe Acrobat Reader for you particular browser and operating system can be found in Frequently Asked Questions
located at http://www.AchievementTech.com/go/stsysreq

2 Teacher Guide - Microsoft Internet Explorer =12

Classroom Tools:

e Sample Accountability Reports (1.59 MB)
o Employability Skills Sample sccountability Reports (2.79 MB)
e Grade Equivalency Chart (42 KB)

Tutorial Movies:

Creating a Class (275 KB)

Enrolling Students in a Class (281 KB)

Creating Assignments (517 KB)

Giving Assignments to Students (312 KB)

Generating Accountability Reports: Class Specific (574 KB)
Generating 4ccountability Reports: Assignment Specific (532 KB)

User Guides:

e Getting Started Section (904 KB)
o Reference Section-Teacher (1,35 MB)

o Reference Section-Students (484 KB)

2. Click on a tool, a tutorial movie, or a guide.

% Important: Tutorial movies require Flash 6 and above.

3. When you are finished, click the [X] located in the far upper right corner to close the “Adobe Acrobat
— [Embedded File]” window.

4. Click the [X] located in the far upper right corner to close the “Teacher Guide” window.

& Tip: The User Guide is the complete instruction manual for the program. Each Classroom Guide outlines the content and activities for
each program.

34 Skills Tutor™




Getting Started 3 Teacher

Step IV: Create a Class

1. From the Main screen, click Classes.
2. Click Add Classes.
3. Type a class name in the blank space.

Skillsfuivr e
o A DIVISION OF HOUGHTON MIFFLIN - = 3

© Select an option at left.

Classes > Add Class

Next Class name:

Cancel JAdvanced Math, Period 2]

© 2000 - 2006 Achievement Technologles, Inc. All rights reservec
All trademarks are the property of their respective owners. Privacy

4. Click Add this Class to return to the Classes screen.

Step V: Enroll Students in Your Class
1. Select a class with which to work and click Class Properties. Then, click Students.

2. Click Enrollment.

Ciasses > Class Properties > Students

\ Enroliment
Student Properties [ Adams, Alan [alan adams]
Done " Bave, Samir [sam}

35 ™ chang, Jirling (jirling]
Log Out I” Davis, Kelvin [kelvind]
% I™ Diaz, Geraldo [gerry]

™ Gagnon, Myra [myrag]

I” Gibson, Alex [agibson]

" f_Gonzalez, Maria [maria]

™ Gustafson, Kathy [kathyg]

™ Hoshko, Matthew [matth]

™ Jimenez, Jose [jose]
f_Kronmeyer, Ryan {ryank]

I™ Lackland, Matthew [miackiand]
™ McKay, Bob [bobby]

™ Poleski, Wanda [wanda]
Coa . :

. & Tip: If your administrator has imported your school’s student roster, an alphabetized list of student names will display on the right.
Enrolling a student in your class may involve both selecting student names from the list as well as adding students whose names do not
appear on the list. Both techniques for enrolling students in your dlass are addressed in steps 3 and 4.
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Teacher 3 Getting Started

3. Adding a student to the list:

*  Click Add New Students.

* Type the student’s first and last name and user name. (Password is optional. If it is not assigned, the
student will create one the first time s/he logs in).

*  Click Add this Student and Next if more than one (1) student must be added to the list. Continue
until the last new student’s information has been added .

OR

Add this Student if this is the only student’s name to be added to the list.

& Tip: If you accidentally click Add this Student and Next, but have no additional students to add, click Cancel. .

& Tip: The new students that are added to the class enrollment list are also added to the school roster.

4. Enrolling students from the list of students:
*  Scroll through the list of student names and click the check box next to each student to enroll in your
class.

e Deselect the check box next to the student’s name to unenroll students from the class list.

Enroll Selected
 Adams, Alan [alan adams] —
Add New  Bave, Samir [sam]
Students F Carstens, Lori [loric]
Cancel [ carstens, Sondra [sondrac) 7
 Chang, Jirling [firling]
Log OQut F Davis, Kelvin [kelvind]
h I” Diaz, Geraldo [gerry]
 Gagnon, Myra [myrag]
™ Gibson, Alex [agibson]
I” Gibson, Stephanie [sgibson]
™ Gonzalez, Maria [maria]
F Gonzalez, Maria [mg] 7
F Gustafson, Kathy [kathyg]
 Hoshko, Matthew [matth)

F Jimenez, Jose [jose] <&

% Important: All of the names with a &2 will be enrolled in your class.

7

5. Click Enroll Selected Students. A list of all students enrolled in the class will be displayed. =

7

6. Click Done.

-7

3-6 Skills Tutor™ <




Getting Started 3 Teacher

Step VI: Create Assignment(s)
Assignments can be created for individuals or an entire class. Both options are demonstrated.
1. From the Classes screen, click the check box beside the class for which you want to make an assignment.

Delete Classes |~ Advanced Math, Period 2
Copy Classes - [ Assignment Class
Class Properties | Assignment Class 2

2. Click Class Properties.

Classes > Class Properties
Edit Scores
Students Class Name: [Advanced Math, Period 2
Add Assignment
VoAl gnnon Class Assignments:
Delete
Assignments |
Give Assignments ~ SOrry, there are no assignments for this class. You can create an assig by g "Add Assig on the left menu.

Classes > Class Properties > Add Assignment

Done
Cancel Assignment Name [Malh Fractions|
lease complete the following assignment
. Note for students
Mastery % fB—O
| @skillsTutor Content
_s_:&__] #-{7 K2 Learning Milestones Language Arts

@ [ K2 Learning Milestones Math
3 Language Arts A
#-(_ Language Arts B

]
&
a
e
@
®
>
@
(e}

ERe
4
a
a
g
3
3
3
@
g
E

#-_ Reading Comprehension A
#-{_! Reading Comprehension B
Reading Comprehension C
1 | Reading Vocabulary A
Reading Vocabulary B

® 8
OEOOOGBe

@

4. Enter an assignment name (e.g., Math-Fractions).
a. Type a note for your students. This is what students will see when they log in. (Optional.)
b. Enter the Mastery % (if the default of 80% is not appropriate).

User Guide 3-7
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Teacher 3 Getting Started

5. From Frameworks Links, choose to view by SkillsTutor Content or State Standard.

Sulllsfutor

HOUGHTON MIFFUN

Classes > Class Properties > Modify Assignment

Done
Cancel Assignment Name fNumber Sense, Part 1
Log Out Note for students

rlnue complete the following assignment by Tuesday.

Mastery % {50

ﬁ View by IAIaska Grade Level Expectations Mathematics Grade 6(2005) |

QA!aska Grade Level Expectations Mathematics Grade 6{2005)

@ Mathematical facts, concepts, principles, and theories

_ Process skills and abilities Applying conceptual ige and skills as i d ...
= @Other SkillsTutor Activities

© 2000 - 2006 Achievement Technologles, Inc. All rights reserved
All tradgemarks are the property of their respective owners. Privacy

Activities are arranged in a tree structure. The information “nested” within each item can be viewed by

clicking [+]. It can be hidden by clicking [-].

& Tip: Atree structure is a hierarchical organization of information—much like a writer's outline—and is commonly used in Windows
operating systems.

6. Click the check box(es) for the activity(ies) you want to assign to all students in the class.

& Tip: You may choose to only assign the pretest for a subject. Click [+] next to the desired subject, and dlick Select All Pretests to assign
all pretest within that subject. Upon completion of the pretest, activities will be prescribed based on the Mastery % that is defined.

IGHTON MIFFLIN

Classes > Class Properties > Add Assignment

Done
Cancel Assignment Name [Number Sense, Part 1]
Tease complete the following assignment by Tuesday.
Log Out Note for students
Prip

Mastery % 80
[— View by {Alaska Crade Level Expectations Mathematics Grade 6(2005) j

&l ‘Alaska Grade Level Expectations Mathematics Grade 6{2005)
= facts, ¢ pri and theories
Understand and use numeration
@ Understanding Numbers
= @ a. The student demonstrates conceptual understanding of fractions (proper ...
=&/ N-1. reading, writing, ordering, or [counting]

&2 (i) Comparing and Ordering Numbers
= (8! N-2. [identifying piace value positions from thousandths to millions]

&7 (i) Place Value
#-J b. The student ates Jal under of fractions, mixed ...
Understanding Meaning of Operations
) Number Theory
Select and use systems, units, and tools of measurement
Perform basic arithmetic fi i make r i and select and use ...
Represent, analyze, and use patterns, relations, and functions
Construct, transform, and analyze geometric figures.
_ Formulate questions, gather and interpret data, and make predictions
#-__ Process skills and abilities Applying ¢ and skills as
= @Other SkillsTutor Activities

7. Once the desired activities have been selected, click Done to give the assignment to students in the class.

Skills Tutor™




Getting Started 3 Teacher

Step VII: Give Assignment(s)

Once the assignment is created, it needs to be given to the students. Assignments can be given to the entire class or
to individual students.

\ & Tip: If you have already enrolled students before working through the steps in this Getting Started section, you will be taken directly
o the Give Assignments screen after creafing a new assignment.

_
S lAdams, Alan vl
Log Out
i\ m
-
- © 2000 - 2006 Achievernert Technologies, Inc. All rights reserved
N All trademarks are the property of their respective owners. Privacy
=
=
-
—
S 1. To give an assignment to an entire class, click on the assignment name. All students in the class will be
- given the assignment.
S 2. To give an assignment to individuals, click on the check box under the assignment you want to give and
S across from the student you wish to complete it.
N > . . o . . .
% Important: Every time a new student is enrolled into a class, they will also have to be given an assignment. If they are not given an
S assignment by a teacher, the program will assign all the default pretests.
i\
3. Click Done to save.
4. Click Done on the next two screens to return to the Main screen.
)
)
a)
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Teacher 3 Getting Started

Step VIII: Log Out
From the Main screen, click Log Out.

Preparing the Student QuickStart
On page 3-11 is a Quick Reference Sheet for Students. If you are ready for your students to begin using the pro-
gram, you may want to use this Quick Reference Sheet to distribute log-in information and instructions. To do so,

1. Make photocopies of the Quick Reference Sheet for Students (pages 3-11 and 3-12). Make as many cop-
ies as you have students in your class roster.

2. If you have not already printed the Class Roster, refer to the online user guide. (See page 3-4 if you are
unsure of how to view online guides.)

3. In the fields provided at the top of the Quick Reference Sheet for Students, enter the log-in information
for each student from the Class Roster Printout.

4. Distribute the Quick Reference Sheet for Students to each student as appropriate.

3-10 Skills Tutor™




Getting Started 3

Quick Reference Sheet for §

‘@
“w o
< §.
: 3 ; \ : = 2 g
The following step-by-step instructions provide a quick and easy way ; Z 2P
sistance using the program, please contact the instructor who provide £ » f 5
° :
g =28
. -5
Logging In b
Listed below is the information that you need to log in: 4
User Name:
Password:
Site:
. 1. Open your Web browser.
__ 2. a. For SkillsTutor, go to www.MySkillsTutor.com.
b. For Employability and Work Maturity Skills, go to www.myemployabilityskills.com.
- c. For Sexual Harassment, go to www.hrbasicsonline.com.
=
- 3. Type your user name, password and site.
S % Important: If no password has been given to you, leave it blank. You will be required to create a password later.

4. Click Log In.

If you entered a password at the log-in screen, the list of available assignments under the class name

displays. Proceed to “Taking An Assignment” on the back of this page.

a.

b. If you did NOT enter a password, click Yes, it is my name. Then:
* Type a password in the New Password: blank space.
*  Type this same password again in the New Password (Repeat): blank space.
*  Click Done. If a SECURITY ALERT window displays, click the Yes button.
*  The list of available assignments and class name displays.

c. Ifyoudid NOT enter a password and the name displayed is NOT yours, please contact your instructor.

% Important: ATip button is located on every page. Refer to this for instructions fied fo screen content.

User Guide




Getting Started 3 Teacher

Quick Reference Sheet for Students

The following step-by-step instructions provide a quick and easy way to get you started. If you need additional as-
sistance using the program, please contact the instructor who provided you with access to the program.

Logging In

Listed below is the information that you need to log in:

User Name:

Password:

Site:

1. Open your Web browser.

2. a. For SkillsTutor, go to www.MySkillsTutor.com.
b. For Employability and Work Maturity Skills, go to www.myemployabilityskills.com.

c. For Sexual Harassment, go to www.hrbasicsonline.com.

20 0

~ Pray audio in Spanish (when It is avellabie).
Note: Audio preference must be seiected every tme you iog in.

@ 3000 - 2006 Adamarnart Tochelegas. T Al rights severved
A% waduraks ae the procay of ther rmactive evows. DIIVACY

3. Type your user name, password and site.

S % Important: If no password has been given fo you, leave it blank. You will be required to create a password later.
4. Click Log In.
a. If you entered a password at the log-in screen, the list of available assignments under the class name
> displays. Proceed to “Taking An Assignment” on the back of this page.
i b. If you did NOT enter a password, click Yes, it is my name. Then:
= 4 °

Type a password in the New Password: blank space.
*  Type this same password again in the New Password (Repeat): blank space.
*  Click Done. If a SECURITY ALERT window displays, click the Yes button.

*  The list of available assignments and class name displays.

c. Ifyoudid NOT enter a password and the name displayed is NOT yours, please contact your instructor.

% Important: ATip bution is located on every page. Refer to this for instructions fied to screen content.

User Guide 3-11




Teacher 3 Getting Started

Taking an Assignment
Your instructor has assigned activities for you to complete. There may be one activity or several activities. To access
your assignments follow these steps:

1. Click an assignment under the class name on which you wish to work.

& Tip: If you have been enrolled in only ONE dlass with ONE assignment, you will go immediately to the subject screen.

2. Click a subject to select it.

3. Click the activity listed in the Your next recommended activity is box at the top of the screen.

4. Complete the activity following the directions on each screen.

& Tip: When audio is available, your cursor will change to a hand. You can then dlick in the activity window to hear the audio support.

5. When you have completed the activity, click Go On.

% Important: Do NOT dick the IX] in the upper right corner of the window. If you do, you will not get credit for the work you just
complefed.

If you need to close the activity before it has been completed, it will be bookmarked. When you return to a book-
marked activity, Skills Tutor will open the activity to the page where you left off. The total time on task and grade
will not be recorded until the bookmarked activity has been completed.

Once you have completed an activity, you will be returned to the list of activities available to you in your selected
subject. You may choose one of the following options:

*  Click on the next recommended activity.

Click the Back button once and select a different subject.

*  Click the Back button twice to choose a different assignment.

*  Click Log Out to exit.

% Important: If you are accessing the program outside of your school or educational organization, please make sure the computer you
are using meets the system requirements. These requirements can be found at www.SkillsTutor.com/go/stsysreq
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